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" FORM HA-RM 1 , ,nzguzsr FOR RECORDS RETENTION SCHEDULE - SCHEDULE 323

: (o182 { ( be Submitted to the Records Mona\ ,ent Division
#all of Records oM Hall of“R ds C PAGE
Commission all o etords ommnssnon NO. 1, /
1. Requesting Agency 2. Division or Bureau of Requesting Agency
. DEPARTMERT OF INFORMATIOR

3. Authorizc'tion Requested (Check only one of the squares below).

/
A Dispose of present accumulation. No Estoblish retention schedule for re- Microfilm and destroy originals,
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. . have value to warrant_theirretention after
the period of time indicated.

5. Description of Records 6. Recommendation

4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
“zm work or activity to which the records relate inclusive dates and quonhty and Board of Public

{cubic or linear feet). Show recommended retention period. Works.

1. | GENERAL CORRESPONDERCE

Size: B3" x M

Datess 1948 - -

Quantity: 5 drawers and L boxes (17 cubic feet)
File Arrangemsnt: Alphabstical by anbjaet
Annual Accumilation: 1 cubic foot

Disposable Amount: 10 cubiec fest (sstimted)

The Departmsnt of Information collects information and material
@ | relsting to the State of Maryland and assembles 1t for distributien
“| to interested persons and organizations. The Gensyral Correspondence
file is concerned with the accomplishment of these functions and
consists of correspondence and collected material. The correspon-
dence relates specifically to requests for publications (incoming
and outgoing), requests for information, publicity projects, stc.
Collected material (both printed and mimeographed) consists of
clippings, publications from other states, circulars from various
organizations and businesses, posters, and Dhpartmental news re-
leases on various subjects. The f£ile also contains Maryland his-

torical information utiliged by the Department in answering requasts
for information.

APPROVED
HALL OF RECORDS COMMISSION

Certain correspondence, periodically removed from the file and
stored separately, is concerned primarily with requests for P
information or publications, transmittal of publications, or othar 7

LY

Mo T
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission. . Public Works.
- M S it W\WM\
; D:ate Archivist Date__—~ " Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

routins matters. The secammendations below apply to all categorips
in the General Correspondence file.

A. RECOMMERDATION: RETAIN PERMANENTLY ALL MATERIAL B.ELATIH
TO THE PLANNING AND EXECUTION OF PUBLIw
CITY FROJECTS, CELEPRATIONS; OR OTHER
SPFECIAL EVENTS.

B. RECOMMENDATION: RETAIN ALL OTHER MATERIAL FOR THREE
YEARS AND THEN DESTROY.

PUBLICATIONS HISTORY FILE

Sizes 83
Datess 1949 ~ -

Quantity:s 2 drawers (L cubic feet)
Flls Arrangemsnt: By title or subject
Ammual Accunmlation: less than  cubis foot

The file contains material which is concerned with the Department's
publishing progran. A folder is maintiined for each actual or
proposed publication and is added to during the initial preparation
or subsequaent revision. Materlal in various folders may vary from
rough draft manuscripts to source material assembled on a particu-
lar subject. The file also includes samples of all publications
and a few plsces of correspondence relating to the preparation,
publishing, or distribution of each publication.

APPROVED
HALL OF RECORDS COMMISSION

RECOMYENDATIONs RETAIN PERMANENTLY. ‘ DRI
RECORDS CF THE MARYLARD PUBLICITY COM/SSIOR

Size: 83" x 118 ‘ Tk
Datess 1939-19L3 :
'* W

Quantitys 2 cudde feet
The Maryland Publicity Commission, organmized £ 1939, Goased to

i
'
- ———n

function in 1943, Its duties ware assmmed by the Department of
Information when that Department was organised {1948). Part of
ths records of the Publicity Commission are on deposit at the Hall
of Records. The records have been retained by the Depart-
ment of Information and condst of correspondence corcernsd with
requssts for information or publications.

RECOMMENDATION: RETAIN PERMANENTLY; TRANSFER T0 THE HALL
OF RECORDS.

P =
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FORM HR-RM 1A N%. : 323

01-1-86) (" \EQUEST FOR RECORDS RETENTION “SHEDULE
, Hall of Records (Continuation Sheet) PAGE
*  Commission NO. 3.
4 5. Description of Records 6. Recommendation
t Describe records accurately. Include title, form number, size of documents, of Hall of Records
"em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
° (cubic or linear feet). Show recommended retention period. Works.
L. | CORRESPONDENCE:; STATE DEPARTMENTS

Size: 83" x v

Datess 1949 - -

Quantity:s 2 drawers (L cubic feeot)

File Arrangement: Alphabetical by agency
Anmmal Accurmlaticn; % oubie foot
Disposable Amount: 2 cubic feet (estimate)

The Department of Information collects information and materisl
relating to the State of Maryland from various State agencles

and departments. This file contains material en the agencies
themselves as well as on Maryland in general. Speeific types of
material are: correspondence (e.g. copies of outgoing letters to
individuals and othdr departments concerning requests for informa-
tion or publisations, letters of transmittal, incoming letters of
acknowledgment, and correspondence concerming the internal adminis-
tration of the Department); notices; mimeographed news releases;
directories; coples of revisions of lawsj bulletins; annual reportsj
circular letters or directives; miscellaneous printed material.
The recommendation below applies to e1l material in the file with
the exception of printed matter which may be eonsidersd non-record
in accordance with the provisions of the statute governing non-
record material (Art. L1, Section 179, Ammotated Code of Maryland,
1957 Edition).

RECOM/ENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

PERSONNEL RECORDS

Size: 83" x 14»

Dates: 1948 - -

Quantity: less than 4 cublic foot

File Arrangement: Alphabetical by name
Disposable Amount: Less than % cubic foot

Personnsl records are maintained by the Department for current and
former employees. These records include application forms, lstters
of reference, leave requssts, loyalty pledges, ste. The reccommenda-
tion below applies to all material in the £ils with the exception
of loyalty pledges which are to be retainsd permanently.

RECOMMENDATION: RETAIN FOR FIVE YRARS AFTER TERMINATION OF
EMPIOYMENT ARD THEN DESTROY. e e o
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FORM HR-RM 1A - 1, SCHEDULE 323
(11-1-86) ; \EQUEST FOR RECORDS RETENTION “HEDULE No.
Hall of Records (Continuation Sheet) . PAGE .
Commission NO. hc
4 5. Description of Records 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘o work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period Works.

6. | ACCOUNTING RECORD3 (BOOKKEEPING DATA)

Bize: B3 x U

Datess 1948 - -

Quantity: 2 drawers, bundles (7 cubic feet)

File Arrangement: By type of record and chronological
. therein

Annual Accumilations less than 1 cubie foot

Disposable Amount: 5 cubic feet (estimated)

. Audited: State auvdit

=
=
3
This iter includes all standard accounting forms used by State s
agencies as supporting data to the final books of entry, the o=
Ly
=S
°g
oz
S
Ly
=]

Ledgers (1948 --) and the Cashbooks (1953 --). The final books

of entry are to be retainsd permanently. Specifically thess

supporting records ares o
Oomptroller of the Treasury ' :_‘
<

Form Ho. [T
—_ S
Memorandum of Adjustment =
. E-1-8 Distribution of Charges =
E-l and E-} PTransm ttal
DD-1 Certificate of Deposit and Bank Deposgsit Slip

GAO, R-2 (former-
Monthly Report of State Funds Collscted and

ly MR-2)
Deposited
Distribution of Unexpended and Obligated

Balances
Monthly Statemsnt of Balances

Purchaging Bureau (Department of Budget and Procuremsnt)

1-A Requisition for Supplies

L7-A Purchase Order
100-16 Out~of-Scheduls Requisition for Supplies
39-A and L4O-4A Stores Requisition
CF-2 Copy of Contract Awarded X

Caplital Fund Requisition fer Equipment

CF-1
100/2Y Actuval Emergency Purchase Report
Copy of Contract Awarded e

27-A

CP-3 Copy of Contract Awarded
Delivery Invoice -

26-A Notice of Award of Contract . N

52 Credit Memorandum _

51 Report of Partial Delivery -

® . f
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FORM ;m-nu A ot .
- '(af-1-86) (/ NEQUEST FOR RECORDS RETENTION = “HEDULE
,Hall of Records (Continuation Sheet) PAGE
Commission , NO. 5 .
5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity ;:Ar/\d kBoord of Public
orks.

(cubic or linear feet). Show recommended retention period.

4,
o
o.
Budget Bureau {Department of Budget and Procurement)
Formerly EB-l and BB-2, Budget Schedule Amend-

ment Sheet
B.P. Inv. 101 Repart of Fixed Assets (anmual)
B.P. Inv. R102 Raport of Materisls and Supplies (annual)
B.P, Inv, 6 Materials and Supplies Physical Inventory
(anmmual)
Budget form ‘
Nos. 1 thru 11 Budget Estimates Fiscal Year (11 pages)
Others ' o
"
Receipt books =
Bank books ©
Canceled checks (discontinued June 30, 1958) o
a.
<

Check stub books

RECOMMENDATIONs RETAIN FOR TRREE YEARS OR UNTIL AUDITED,
WHICHEVER IS IATER, AND THEN DESTROY.




